
 

 

Contacting the HCSIS HelpDesk 

HCSIS HelpDesk Contact Information 

Hours of Operation: Monday through Friday: 8AM-5PM 

Phone Fax Support Via Email 

1(866)444-1264 (717)540-0960 c-hhcsishd@state.pa.us 
 

 

What information should I have prepared before contacting the HCSIS HelpDesk? 

 
Information about the task being performed  

 Steps taken in HCSIS before encountering the system error 

 Data or information being entered into the system (use caution with sensitive data; do not e-mail confidential 
information) 

 Roles/Scopes used during the session when encountering the system error 

 For a problem encountered by multiple users in your organization, please include the number of HCSIS users 
affected and their respective HCSIS roles 
 

Information about the System Error 

 The Error number and/or Error message (be specific here); please use exact wording where possible 

 Names of Screens and Fields where the error is occurring 
 

Information about your Computer 

 Operating System (Windows, MAC OS, Bootcamp, etc.) 

 Browser Version (Internet Explorer is recommended, Firefox, etc) 
 
A Screenshot of the Error Message  

 How to Take a Screenshot on a Windows PC: 
o Press and hold the Alt key and Prt Sc key 

 Note:  Laptop users should be aware that the Prt Sc key may be mapped as a primary or 
secondary function on a shared key. You may have to press and hold the function key which is 
labeled Fn on the bottom left row before pressing Prt Sc.  

o Open Microsoft Word (click Start > All Programs > Microsoft Office > Microsoft Word). Click inside the 
white part of the screen. 

o Paste by pressing and holding the Ctrl key and pressing V, or go to the Edit menu and click Paste. 
o Save by clicking File > Save As. Choose a place to save, and click [Save]. 
o You’ve successfully created a screenshot. Attach to an e-mail and send to the address above.  

 

 How to Take a Screenshot on a MAC 
o Press and hold down the APPLE [Command] and SHIFT keys and your choice of the following keys:  

 Press 3 for a screen shot of the entire screen, or 

 Press 4 to get a "Crosshairs"  so you can select just a section of the screen you want a 
screenshot for.  

 Press the space bar after you press 4 if you want it to automatically size the screenshot 
so that it perfectly matches the window it's over. After you press the space bar, a camera 
icon should appear.  

o The resulting file will be placed on your desktop, named Picture X.pdf for versions of 10.3 or earlier and 
Picture X.png for 10.4 and later (could also end in .jpg). 

o You’ve successfully created a screenshot. Attach to an e-mail and send to the address above.  
 

 
For security purposes, please blackout confidential information, such as SSN, before emailing or faxing. 
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